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22 June 1962

SERCRANIR FOR: CIA TBecords Adsinistration Officer, IDS

FROH 3 Tesords Mansgewent Amalyst
SUBIEOT 1 Survey Heport, Agency Courdier Systens

1. Attached for your conowrrense is s Heport on the Agency
Courier Systems developed Trop the survey proposed by the
Inspector General.

3. There are two Central Couwrler Systeas providing
sarvice to the igency, the Uffice of logistics aystes and the
#T aystem. Both gervices without exception Zispateh wall with
% high degree of aecursty and speed, Type of service perforsed
differs greatly between the two components. The RI systew
iz imbernal DD/P and provides delivery and pick-up service to
211 organizstionel levels § times daily. The Office of logisties
systom services Mpil Reglistry points throughout the other aress,
and, cporstes an extensive Inter-Agency servisce. Infependsnt
anil systeus fupction on both an Irter snd Imtra-Agency baeis.

b, fuplication of effort as indieated by the Inspector
Generzl is evident and excensive, The inttial approach to
1identify these eonditions bLrought into perspective the problen
of hov much, and, wvhat kind of meil service is needed., In-
cldents of persomnel rushing to meet eourier pieok-up deadlines
guee o strong irdfestion that the mall systen influences the
antire work cyele of many offiees. It further proved the move-
zent of wall within componenta is sporadic and not on 2 combimious
apen eyele.
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5. The 4divided sdministration of cowrier services hinders
the flow of mnil sioply beceouse there is 1o coordimtion of
rogulresents 2ad no eingle officisl responstble for, or, avare
ol Ageney neels. An equslly significent problew is the waat
mare of Central Registry Polinte through which mail ig foreed to
flow, apd stop for control, eon route to the action desk. The
effectiveness of tiwely ecurier deliveries is destroyed hy =
netvork of superfluous control points., 411 couriey systems

5. Both the preumatic tube =nd conveyor system in the
Heasdquerters Bullding were emsldered as to their probadble
impmet on ecurler services meeded. The use of the conveyor
will undoubiedly sid in the transport of msill between floors.
I therelore Belleve direct towrier services can be maede avail-
whie o pore cosponswis than are now sorviced. The effect of
the tube system wlll not be as dramatic ss expectsd, The msil
weablen iz that of woving well from desk to desk whieh the tube
#1ill not do. It will however sid operations such sz the Csble
Jeoretarint cable dissemination system. Other iAgeneles vialted - -
huve experienced difficulty in breaking weil down to the propgr size
for trapsslssion by tube vhere volume 1s 8 faetor. AdJustments
Lo eourisr personnel needed will heve io be wade fros time to
time 28 these two systems become fully effective,

7. One perticulsr delay of mail noted should be mentionad.
iperstionel dispetehes received into the RI/DD/P ere delayed
Tram 2-5 days before reaching the setion desk. The DD/P are
awara of, and, have conTirmed this delay. 4 solution to the
sroblen 1g 2ot propossd in the sttached report as sueh 5 solution
would affectthe operations of the "Walmut Project.” The
walnat Project” ves considered to be bveyond survey scope. 4
working level attitude in some DD/P ecoponsnts is that coemmunics-
tions requiring tiwely action are noraslly trammsitted by csble,
therelore, dispateh delsy Ia unimportant. This proeessing and
delay is conirary to the mail handling principle of immedinte
dizpaich to the sction office, prior to allied routing or actiom.

¢. In addition to the suggestions made s professionsl
vourler jerviee will only result from cosverstion, support, and
slose attention of the Top Agemey Adwministrstor. Both central
aysteus now get strong suppart from thelr parent orgenlizetion
ut areas of responoibility are limited.
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SEORET

COITERTS
FART I

Aecomplishnenls ceocesvssnsssscesccosseveanssce 2
Recommendalions secesssesscscssssssansseransess 2

PART IX

DBTAIIED FIWDINCS AHD RECOMMEMDATIONS

PART III
EAVIBITS
& PEESUANEL BMOACEL 1N AGRHCY COURIER UiV ICES
i CoBT OF CONTROLLING MAIL
G MAIL PIOW CHART, PHESENT - PROPOSED
i LISTING OF MAIL COWTROL FOaMB
B COUAIER DELIVERY POINTS OUTSIIE CIA/W WUMBER
OF STK'S FOR BACH
¥ COURIER OFFLCE CHOGANIZATIUN PHESENT - PhUFOSER
G CRRIER ROUTE = EXAMIE
H MUITI » FLO CIHVEYOR SYOTEH
L MISCELLARECOUS COURIER BRQUIREMERTS

SCRE L
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ACCOME LI CHMENTS

l. OUBTAINED FOHMAL WRITTEH WuSPOSSES FROM THR OFFICE OF LOGISTICS
ARD THY OFFICE UF SnCURITY OH THE INSPEOTOR (RNERALYS REFOAT OF
6 MAY 1961.

2., ARRANGED FOR AMD PHESENTED A COLORED MOVIE FILM TO 50 AGENCY
EMPLOYEES ON A DESE~TO-DESK TYPE MAIL CONVLYOR SYSTEM.

3. ABRANGED FOR THE AUDLIT OF A $20,000 POSTAGRE FUND MANAGED BY THE
MALL 2HD COURIER DHANCH, OFFICE OF LOCISTICS.

i

COPERATION OF THE ASGISTART

THUUGH THe
EXLCUTINE OFFICER ANMD THL HEGISTRY UNIT, OFFICE OF COMuNICATIONS.

5. ASSISTED THRE OFFICE OF SECURIIY AR OFFICE OF LOGISTICS IN
AR#AMOTNG 24 HOUR A DAY COURIER COVERAGE PRIMARILY TO DISPATCH
MATERIAL TO THE ROMES OF THE DCI «yD THE D/DCI. THIS RESULTED
IN ORTAINING BI CLBARAHCE FOR 13 PECPIE OF THD CENTH/L COURIER
CYSTEM.

FECOMMINDATIONS

ORGANTZATICNAL AND ADMINISTRATIVE

1. COMBINE ALY, COURIER SERVICES AND FACILITIES UNIEAR THE ADMINIS=
TRATION OF THE OFFICIAL #KD ONE CAREER SERVICE. (uwic[_ ]
ISTERMAL SBRVICES BXCLUDED. )

2., ELIMINATE CRHTRAL RECISTHY FACILITIES FOR HAJOR ConPOHENTS;
DELIVER MAIL DIRGCT TU OHGANIZATI WAL LEVLL REAREST ACTIW DhSK.

3. TRANSFER CeNTraL MAIL ANU COUKIEL FUNCTION TO THE UFFICE OF
SECURITY. FUNCTIGH PO REPCRT TO DLRECT(R GF SECURITY.

L, INITIATE A STULY TEAM TO DEVELOP AND INSTALL STAsl&RD MAIL
GUNTROL LEVICES. SUCH & STULY SHOULD HESULT IN AR INTELLIGENCE
COMAUNITY PHOJECT.

5.  POtHALIYE AHD ESTALLISH CLASH:S OF MAIL. SUCH CLASSES TO BE

Ge bii‘iﬁ.@i‘ & FPOAMAL RECUEST TU BACH AGNCY SERVICED RECUESTING
GHE-ST0P CTIRIER SERVICE FACILITIES,
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THAT A PRE-AUDRESSING STSTi FUt INCOMING CABLES Be BSTabllorkl
Foil AUENCY ORIGIHATEL CABLED.

THAT THE COJAIBR SYSTRA ki wUAN (PED TO HuFLLOT SLAVICE FERFUwk L.
FROVIDES FOR BETTER SUPERVIBIM UF ALL PERSUNNEL, S8TADLISHES
TRAMEWORK FOR PROMOTION AND PROGRESSION YITHIN THE SERVIGE.

THET A COURIBR'S CLEARANCL Br LSTABLIGHED It LIEU OF IHDIVID=
UL CIBARANCES KW REQUIRED.

CUAT MATL BE ROUTED UNWRAPULL AND WETHOUT AN ACCOMPANYING
COUKIER RECLIPT Ii THE EEADUARTERE BUILDING, (SENSTTIVE
CACUMENTS - T8, SI, RD, RYEAT, ETC. EXCLUDED.)

PUBLISH COURIER ROUTES, SCHEIULES, suy PICKUP AND IF LIVERY
PYINTS.

PUBLISH ACENCY NOTICE TO AWIJE FBRSUSHEL UF THE PUBTAL
ASTOR SYSTEH® AHD TC ESTABLISH ADMIHTSTRATIVE CHAHIELS FOR
HEQUESTING COURIBH SeivICtS.

THAT THe OFFICE Or :BQURITY UHIGINATE b fUSLISH & MALL
FPROCESSING AN PROGEOURES nalibBOUK.

CORLUCT STULIES Fui WbTe.InING THE FEAGIBILITY OF Thb
DESK-TOUESH #alL CUVEYOR SYISThi.

SPROIVIC = COURiBN HUTES, iU LIN Gy EXG.

4 15

% lbe

7 18a

/21,

' 22,

ESTABLISH A VIP COURISR HTE FOr LinsCi SEaVIGE BETWELN THE
0L, EXKfulk, BD/S, EIC.

CECENTHALLZE PUSTAGE STAM ACCANTS.

PROV iDF CASOLINE ANL OIL FACILITIES FUu COURIER VEHICLAS AT
THE (EADCUARTERS [UIILUING,

DISCONTTAUE THE LOG THC FUNCTION IR THe RI/Ui¥ CENTHAL
COURIER F2CILITY.

DISCOHTIMNUE PaOVILING COURIER OFFICE PERUONNEL FOd THL
CIASSIFIED WASTE DETAIL.

pOVIDE MORE SUITABLE SAFE STORAGE FACILITIES IN UOURLER
FEHICLES

PROVIDE THE COURIER SYSTi WITH SUITADLE HAIL TRAHSPORTIR GJ;
EQIIPHET,.

HEIUCE COURIER SHITTIE AUNS BETWEEN HEADQUARTLAS HILLLIKG
55D THE DOWNTOS MAIL ROUM.

£ .
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VAT IX
LETAILED FIMDINGS
ABD
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JHCARIAATL AL A8y AMInIBTRATIVE

Y. CoABLNE ALi COGHIBs SERVAGES AND FAGLLITIES UNSBR THE AUNIKISe
TRATION OF bl UFFIGKAL AU Obis CoHBEat Sen¥ICE {i«ii"Iﬁ| 25X 1
IHTERNAL SERVICE EXCLUZLD.)

HOHT SITUATLLE

25X1

Caresr opportunity for thuse people gngaeed in meil handling a8
couriors is unemqual =nd the separation of servicee doss not
permit en individeal to sdvance xcepl within a particulsr
service. In two of the services (UCI & DCI) a courier may
advsnce to & Gi=7. In the Central Courler System advanceaent
1g o a (S=§ unless & supervisory position is available.

4T eouriers mey bs proacted to grade 5.

The separation of pervices has resulted in gouriers fros four to
five systess delivering material to the same address. Thers have
been inetances where two couriers from sspereie Services arrive
at & given adiress simultenecusly. Internally =5 different
sourier ssrvices cerry material to the U0I dally.

The satablishment of these individual services stes from two
vasic problems. First, thet the Agency falled o recugnisze the
existence of classes of msil which may, fop clarifiestiion of
terminology, be associated with ¢lasscs sat+blished by the

U Ss Postel Bervice, i.e. First Clase, Air Mall, Specisl
belivery, ete. The seconc problem is & desp=rooted attitude
shich suryests the gowgalled hand-carry method for secure,
rapid, snd accurate transmissicn of mail. This stillude
further suzgests that couriers best suited for the dispstch of
aail are those owing alleglence to the dispabching component.
Both problems thrive snd heve grown under presgent scourity
regtrietions to these 20 unite of compartnentallion.

In practice this separaticn of services requires meil moving
from the DUI-0DE to UO/P components to be processed through
two central mail rooms esusing up teo 3 hours delay in routing
time. Several in snd out control points or registriss in the

-l

GROUF 1 )
Excluded from autoniatic
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componente serviced add an sdditimel S8 hour delay. & pub~
stantinl ercentage of mail hsz an 8+13 bour delsy es rouls
when dispatehed from the southeend Handeunrtere Boilding %o a
regiplent in the north end,

The presant stste of courier facilitles end gervices ie an
sxcescively compartmented systen resulting in no one persdn
knowing or being responsible for Ageney snai) aphivities,
Cugtomers therefore resort to oalling for dmergency or grecial
services to points alresdy serviced seversl tlmes daily.

PRopuisl ST5T6H

Gver & 3 to 6 month uericd all courier services an: mail

facilities should be intesrsted into a single syetesm to #linl=

nate cduplieate services and facilities, Such & eonbination of
I_mf;w 4111 result in courier psrecanel and egquipment ssvinge

Hail will flow more freely betweon the twe courier posts on
each floor, Mail picked up en route in the north end of 8
given floor cen be transmitied to the south courier post withe
sut posaing through twe central saail rooms. By conveyor mall
can be transmitted froa any courier post to anether on floors
¢ through 7 without double processing in two meil rooms, Yail
roceived from outside sources would be processsd by enly one
meil roos and routed directly %o the floor and courier post of
the sddressee, Total Agency mail reguirements would be under
the administration of an officisl who eould provide Limed and
soheduled mervice to all required pickeup and delivery polnts.

ELININATE CEXTRSL auGISTHY FACLLITIES FOA MAJUR Ll GLiTS
OELIVER MALL DIHECT TC CHGAHIZATLUMAL LEVRL HBAARST ACTIuN DEK.

Clit BT SITUAT LU

Yost mujor components have & Central Registry Facility through
whick mail must pass en route to the sction Jesk. Examples
inelude OLy U6, Bi, WE. 2 rether comprehensive survey indicales

-2
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arrual volume of wail Bondised %o bel | 2pX1
pieces. Delow thie initial level are sdditional mail control
points at the vivieien, Brauch, and Staff level. These facilities.
vary in staff else from 1 to 7 or more people. Hall cvntrel pro-
cedures and methods ars ot aniform within the same asjor come
ponent, BSetwsen components practices vary greatly with some mail
controlled seversl times in one office {(Logistics) =nd not at al)
in snother {(TR.) Within the Di/F some dispatches go to the
uiviston fegietry for control and routing, othere do note )
General sdministrative correspondence anc memcrends flows in pufp
with Iitile or no control betwsen componsnts. In sther comoonents
mpil maet phrsicelly pass through the eontrol point when moving
f£rom Branch to Dranch, Division to Division,

The term registry as used in the Apency does not negesnarily asesn
ghat meil 1s actually logged, eontrolled, or charged %6 an
individual, it may mean and literally be s mail relay polint.

The Centrzl Regletry concept and practice stifles the even flow
of mail ceusing 1t %o move in peaks and velleys thereby actuslly
conditioning the work hsbits of the components concerned.
“ensitive materials like T8, BI, #D, kybat and Espok ususlly
bywpass these reglstry pointe and move through other chennelse
o an average msil moving from the point of origin in one
comporent, %0 the addresses or action desk in amother, is cone
trolled to some cegree at 4 pointe en route. These controls

There are no sscurity regsulaticns nor does Exeoutive Urder 10501
gtipulate that such controles must be exercised at & given organw
jzational level within an Agency. These gentrel control polinte

in some cases (U0/FDU, (P end UTR) merely serve ss drop points to
which the msil ie moved ocut of the Courier System. For example
the Centrel Courler Facility services OTR 8 times daily to the
drop point, the meil is then only routed twlce deily within OIR,

PUOFOSED SYSTEM

4541 w11l be routed and deliversd without stops for contrel or
relay to 8 point sp near the sction desk ss poesible. In the

ol and DU/S this would be %o the Branch level if desired by the
component. At this level the control would be axeroiped upon
receipt or before dispatoh of the materisl. Sines many branches
are alveedy exercising control there would be no need to luorease

3=
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personnel at this level. The survey revealed thab the Du/F
is already providing this type service on somé mail and the
systenm is working excepti cnally welles

Hesponse to a meil guestionnaire distributed to D41, UO/S
components revesls a nusd for wider sail sistribation than now
aveilavle. An Agency wide system shoull Qause & more even flow
of mail through elimination of intermediste delay points which
arc catmoded snd basically serve no practigal purpose. (8BE
LXHILIT © FuRt MALL Flad CHART.)

The botal msil handling responsibility 4z one of protesting and
providing for the mecurs transminsion of claseified mail. Im
miny instances vwhere & security escort is provided for an indis
vidual 1t iz to proteet the classified mail in the person’s
guetody as opposed to protesilon of the individual.

The reason Tor establishment of compartmented courier systems,
whether nuthorized or unouthorized, was to provide seleot
channele for the flow of sensitive material, or, was the resull
of & feeling that 2 courier cbligeted to the transaitiing
office provided a safer and more Fefure gyston,

The construction of the Hesdguarter Building snoluded physical
barriers for the protection of sensitive maborial snd operaticng.
In the DUf¥ snother example of the gogurity problem is that,
sensitive documents are for the most part handecazried from
point to point complebely cuteide the estsblished courier
channels,

basieally the condueh snd prectlices of sll courisr systloms and
all mail bondling astivities is directed by e Office of
Security's interpretation of Executive Order 10501, They fur=
ther deternine when and snder what condliiions the mstearisl sust
be transmitted by Swo persuns, when and whels fire-srms wust be
carried, the equipment nesded Ior storage or transport of classle
fied matier, snd, finally they deteralne those employees suitable

to acoompany clasgified documents in transit from office %o office.

Yith an sstimated 90E of our moil security clsssified which impcess

direct socurity problems to almost every Agenay gnployee, this
agtivity ozn bo best handled by & Chief of The Mail Diviaion
reporting to the Dirsator of Security.

This propossl 18 in no way intended to reflect adversely upon the

present administration of the courier funcilons. The aurvey broupht

£ 1ight the extent to which cur mail hendling program is molded,

ol
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conditionsd by, snd dependent upen Uffice of Security suppori.

THTPISTE £ STGDY TEAM 70 DEVELOR AND IHNSTALL STAHDAED WAIL
CoMTROL DEVICES. SUCH 4 STUDY SHOUL RRSULT IH AR INTELLIGE:
CoR T ITY TAGJECT.

GE

1 fotal of BO officisl Agency forme were identifiesd with the
attempt o control and move classiflsd paper from one poirt te

 gnother. An sctual eount of unofficisl forms used for the pune

purpose wag not mede. Observatione indlcale however, that these
boot=leg (unofficial} forms equal or excend the officlel ones in

’Jmmr. fotual expenditures anmually to priant and use these

he uee of & given form to dispatch mail is not congistent any-
where in the Agency exeept Ly coincidence. For sxemple thers
arc 5 versions of the Courier Classified Mail receipt in use.
I addition to the large number of mail centrol forme soms
affices continue to use the notebook, ruled line method, in
addition to dsnifest Sheets and Courier Heceipis. In several
instances noted, even though incoming meil arrivec with 2
combination Courier Recsipt-lLog Form attached, the Uffice pre-
pared snother receipt ss sn internal control, Contrel forme
renge in size from 1% x 3% sbtamped slipe of puoper to lsgal
size. Humber of coples made of n given control range from a
single cooy o a 12 part set.

The intent of controlg to route classifisd moterial betwesn tuwo
pointe, or, to provide information needed to Iscatn & givem
document &t a given time, has becoms a system of self-protection,
To prove th:t the Jocument waz given to someone else has becone
more important than the wherestoute of the paper.

Dizcussions with Hegistry personnel, courlers, superviscrs, s
sthers indigates genersl eonfusion as $o whet Security really
requires, Some courier persornel lor example feel the Lourier
Receipt must be used, regardlese of sddresses, nud that when
completed with signatures, the recsiyt purporte to show that

& document wae transmitted. Current degulations do not reguire
the use of such a recelpt on matarial sent end recelived within
the Agency. In practice in the Du/I and 1U/8 sreas receipte
are uged internally and the practice dates back 15 yoaras.

Hany offices hendeonrry material, using their own personnel,

88 a masns of bypsssing logying requirements and the use of &
Courdes Heceipt. This practice results in no writbten record
of trausmission althcuph regulstions require such a resords

5=
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Approximatoly 995 of the mail in W/F Flows throughout the ares
without Courier Heceiptinge Although Security requires the use
of document logs and inventory of bulk shipments at time of
delivery such controls are violsted snd receipts or control
forms are ploked up on lster courier trips. Hegelpte for mail
dslivervd to othar Agencles are huwever .btained st time of
traneniszion, {EEE EXRIBIT U FO8 LISTONG OF MAXL CONTROL
Fouds UskD.)

4 package conteining the listed forms is available through the
fscords ‘dministration Officer,

F MA1L B OPORMALIZED sKD INDICATED BY SRAPSE
LikGe (EX24PLEy

THAT CLASS
EXFaafE 8

Although not recognized in the senre thot ihe U, 8. Postal Service
recognizes 1st, 2nd, and 3rd class meil, these classes do exist
in Agency corraespondence. The handling of these types of corres-
pondence has resulted in the orestion of Individual ecourier
systems, specizl processing channels, and the relinguishment of
regponsibility from the Central Servicer to other components,

Thie trend has grown into the present state of coupartmented
sorvices,

#ithin the U, 8, Postal Zervice the same postmen normally
handles s11 classes o his assigned route. These classes, first
clasz, second class, registered, parcel posi, etc, are deliversd
o a reguler scheduled basts, Exceptions to this zervice are
packages too large for the postman to csrry which mist be gslled
for by the addressee, and, speclsl delivery which is processed
tirough the same systen lut delivered to the addresscs by sacther

The Uffice of Communicalions, (urrent Intelligence, and Personnel
elready have specisl Ldentifying msrks which sppear on the
urapper %o indicote that the contents requires expeditious and
careiul bandling, Wfice of Personnel material with the special
marking, now flowing through the Centrsl Courier ystess, is
given the most coreful handling possible and is with the first
meil to Le sorted and resdied for the pext Courier Iripe. Thise
matorial ie delivered on the regulsr scheduled Courier Run and
exceeds the previously used handecarry systen in timing. Froe
quently in the hand-carry systesm the mail will be delayed several
hours until the time im conventent to mave the handecarry delivery.

“xpangion of & mail olsge system, Apency wide, would result in a
rectine eperation with consistent expediticus service. Such a
claxe system should be developed and econtrolled from 2 central
authority, .
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DIRECT & FURMAL BEQUBST 1O BACH AGENOCY SeRVICED RBOUESTING (MR
STOF COURIER SRV ICE FACILITIES, :

The end result of this eysbem iz thet CIA couriers are providing
internal delivery service to the meny Agencies serviced, (ZEE
RIHIBIT G FUR AGEHCIES BERVICED AND NUMBER OF PIOKWUP 28D DELIVERY
FOINDS Foi BACH. )

The Inspector General's report proposed thet 2 relay facility be
established in the Fentagon which would be menned by Agency
couriers. While it is nut sugoested that the Agency evade the :
regpongibility of diseeminating intellipance material %o sustomers,
at some point the customer must asswwe responsibility for intellie
genes material received. ,

The direct delivery to sustomers in other Agencles if allowsd to
expand will exceud the service given %o our own officisls. Uther
Agencles making delivery to CIs, which they do infrequently
nermally deliver only to the Di/S Centrsl Courier System. iin
newd for uirect service in other Agenclies spoears o stem from
three Lasic causes. UOur own ewployees demsnding direct service
to their customers, the clew interncl delivery systems of other
Agencles, and wnclesred personnel at the receivisg sad,

ESTABLISH & PRE-ADDRI SSIG SY8TEM FOR INCUMING AGENCY CRIOIIATED
CABLES.

ingoming cables regerdless of origin sre addressed Lo the Uirector
of Ci4 snd outsoing cablee are iransmitted in the nume of the

sirector. Of the total volume of Incoming cables |

only five to seven percent are referred to, ory dotere
T - of ‘nterest to the Office of the Director.

“hen received by the Cable Sseretariat cables are analyzed to
deteraine rcuting end reproduced in 1030 coples depending upen
subjeot content, routing ete. After processing by the Cable
Zecretariet cobles are dispatohed to the Ares Division Registry
of DU/P for cuntrel and rercuting to the acticn desk.

It is common practice for correspendence to be directed to the
head of an orgsnizetion from an cutsice scuroe. Agency originated
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ssbles, however, are written by the asee officisls prepsring ‘
operational dispatohes. These dispatehes are addreszed to the i
extent that once received they can be routed direetly to the |
|‘

|

A direct address systsm would zliminete & 2«3 hour provecsiog |
tine, The need for review &l two points to deternine routing '

would not be necessary, ieproduction of & predeternmined nusber :
of copise by the Cable Secrsturist would eortinue. /n ERAr A0

|
fy beginning at 7130 or

BilD A, X, this musber can be sorted, reviewsd, and disssminated |
by 1033011300 A, H.

THAT THE ACENCY CUURIER SYSTEM B0 CRCANIZED TG BEFLaCT SERVICE |
PulFORMED, PROVIDES FOR SETTER SUFLEVISION OF ALL PERS GiiBle ;
ESTABLISHES FRAMUWGRK FOR PROMUTION AN PROGEESSTR WiTHIN THE
SEHVICE. (8- EXHIMIT E.)

|
I

The Du/P courier facility formaliy designated ss the Receipt snd |
Delivery Seetion 1z compoeed of two units; Clericsl and Courisr, [
The Li/S faeility i designated as the Hafl and Courier Branch 1
and consists of & Hsil Scetion end Courier Seotion., Independent |
servioss have glvem various designations 45 their Courier services. |

|

i

Approxinately 505 of the Courier forces are ungaged in earrying

mil to CIA components snd telldings. The resaining S0% are used

primarily to deliver and pick up mell throughout the Fedoral Service ;
in the citys Within the DI/S Central Courier Service | | 25X1
souriers ars utilized for internal service %o hgency components

other than[  |men on full time assignments to spe:ifie

componenta.

|
|
I
The tutsl courler ‘oree of the DifS Centrul mail systen is under ‘
the general supervielon of a Section Chief assisted |  puperw 25X1
visors. Lecause of rotation of essiznments, absenteeisw, snd
spadisl service requirements, which exceed 30 per day, the supere

vigion of couriers msy change from superviser %o superviscr 3te bk
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tizes dally. A courier msy be sseigned to a regulsrly gonedoled
pun today and on Speclsls or other assigmonte LoudTTow,. &, new
enployes iz msunlly given en internel building assignment first,

PROFCILD GHCAHIZATION

The proposed crganisation srrangenent more sccurstely reflects the
service performed, internal and extornal, (3B EXHIBIT E.) By this
arrangement thers would be established » Tormal framework for proe
greseion from internsl to external and to the more diffieult oourier
aseicnments. Courier psrsonnel would then know to whom thoy should
report provlems, A% the ezme time the superviscr will have the
opportunity to work more closely with the persin thet he eventually
sugt rate on a Fitness Reporte.

g, THAT 4 COURISR'S CLEAHANCE B ESTAPLISHED IR LIBU OF (iuivIulAL

GLEARANCES HOW HEGUIERD.

Dug to the sppearance of categoriee or classes of documents in
the mail system the Central facilities have become obsolete.

This first class material mued be handled through other channels.
The effect of obbaining other channels has resulted in many hand-
carry syetemy #nd indlvidual esurier gystems.

igency policy should be that only those people enitable te sequire
81l clesrances be ta<en into the Courler Hervice. duch a degision
would persit effective use of the employes. This proposed policy
would in ne say affect the roubting of mall through approved channels.
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THA? WA IL B ROUTED OHWRAPPED AND  ITHUT 48 ACCHPANYING
COUNIER HECEIPT TH-THE IGADGQUARTENS BUILDDIG. {(BENITIVE
GUCHMINES - T/S, 31, BB, HYBAT, ETC., EXCLODED)

Throughout the H/I and DD/S eress classified mail regardlses
of security classificstion is placed in sn snvelope, sdirossed
and 2ealed, courler receipt prepared and atiached before being
dropped in the culgolng mail box, This sysaten & srecticnd when
routiog mail betwecn divisions of the same office, bebween
sffices, und betwaen srese. £ plece of mail moving 50 feet or
2 doors awsy may also be subjected to the sams treatoent i€ the
seoretery does not choose Lo handecsrry the materisl.

within the DU/F, once received, mall moves betwein civisions snd
%0 &ll organizational levels without courder receipts wnd une
wrapped. dany senepitive doecumentz slag meve freely unwrapped
but usually on 8 handecarry bosle oubaide the central vourier
channiels. UL/ couriers do not receipt for any mail on their
scheduled roubtes or When exchsn:lne mebtorisl between riutes.

The result of this srectice is a highly effiglent nmeil handling
and delivery service.

Mpil which i sddrssesd to recipients cutxide the LL/F 4o the
fuf1 and DU/S areas is subject to & rigld an unrealistle process
of emveloping, menifests, courisr receiste and bapzing. Thig
anil is moved approximetely 75 feet to the DU/S Cenbral Mail
Systea where 1t i lmredlately removed from the bag and sorted
for delivery.

11\1/ PUBLISH COURIER RUUTER, SCHELULES AND FICKSUP AMD [ELIVERY PIATS,
I

| fgeney emplozees address mail te o single address for

the Office of Logistice, Commnicetions, ste. This preetice
requires en route sboppaiy of mall to Jdetermine the appropriste
setion desks A substantial portion of the general addressed
mall does not bear encugh identifying informstion to perait
gorrect or proper delivery., Exasples noted wers missing nomep
of individusls, component eymbols, room mumbers, snd retumn
Bdircanat.

Aporoximately 908 of employess contacted (Ui/5eDi/I) had little
or no knowledge of courier plek-up anc delivery points, or or
scheduled deliveries %o componsnts other than their own. Aboud
50% were not certsin of sddressing procedures, An egual pere
senbugze were uncertein concerning the use of ecavelopes when
aniling seered and below materisl within their own componente,
izgt sgreed thaot meterial wes placed in en envelape to be on the
s Bide.

«10w
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Some indigations of the lack of mowled:s of mall sovrvice is the
number of specisl runs reguested of the Lu/3 Centinl Courier
Systems Thess specisl services exceod 30 par day with 508 for
delivery o polnts slrsady serviced by regoler scheduled gervice.
To £fulfil theee reguests B %0 10 courlers and a 1ike nusber of
vehicles are uced deily. This service is sc expessive that 1I/0

planning requives the Inglusion of extrs perswnmel fo service the

requlronente az opposwd o planning for bsckeup due to Lllncse
or sanual leave,

Through a msil servigs questionneire recently corplebed by
somponents serviced, FXiIBIT F indicsies responses and the
infarmation to be published,

FUBLISH ACENCY WOTYCE TO ATWIEE PIABGRLL OF THE POOTRL "2%00
STETEM® N T ESTAELIEH FIMTNIBTRATIVI CHANECLS FOR RRCUESTING

e
i one weok survey conducted Ly the DU/E Qentrsl Service and
projeeted for s yesr indluated | | pieces of

meil belng dimpadched through the *itop" syeten o other
dgenoien, The incoming volume 1s double this amount, There
is no reason to believe that this flrure &5 %o high or too
low, The impression gained fram the survey is thet the [sneral
publie is not familiar with such a eservice for diumtﬂsmg
unelaps ified mail to other Covernment Agencies. Comton practice
i5 to simply place meil in an enwvelope, affiz the sddress snd
place in sutpoing courier boxs This mail then moves to the
mall roum where they declde whether it can of sanot be dise
patehed through the "3lop” aysten, Ususlly this mell is placed
in the Fitop® system. The fallscy le thet the sbawnos of &

gourier receipt Jdose not indisste envelupe guntent is unclasse
ifieds /8 & matiar of practice the Central Uourier Syedes
ugss the presence or sbsence of such a veoelpt in dJdetersining
vhether mnil iz classified or unclasnified pinoe it is not
opened balore dispatoh,.

The current rate of Special Courier fervice requests ie =
caedingly high and redudes planne and schedaled service %o
chang, Jver the peet & aonthe thes: requosts have exoseded
30 per day, Ploleup and delivery may be betueen components
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Service dosg not normlly honor speciszl yequests singe thelr
regalsr scheduled service 18 almost as timely.

The Di/8 Central Courler System doee not fesl in o position to
question ths validity of such requeste nd frequently scospts
requests without obtaining the name or stoius of the requestor.
An sttespbed investigation of the need for these specisl services
was therefore not rewrding.

fhort of refusin: to henor sny reguest for puch gervice iheve
requirements should be channeled through the 2dministrative
afficer of the component congerned, Likewise the addition or
delation of meil plekeup points in the regular schedelsd service
should be clesred through Administretive chanuels =nd be docg-
msnted by a memorsndus to the Cenrier Zarvice.

Moo won SEEUCE OF BCGUATTY ORICINATE AN YUBLIBH & HAXL
PABARING AW PROCEIRED HouDBOUK,

The Inspector (enersl's Heport of 0 Hay 1961 proposad thst all
regulstory issuanges be consolidated on the subjeet of wail
handling. Subseguent to this when requesting the Uffice of
Logistics and Sscurity to 20t ou the Inspscicr Ueneral's report
the responsibility for this progosal wir not clarifies %o an
axtent resulting in sotlon.

s indicated before the responasibility for interpretation of
Lxecutive Lrder 10501 is clearly thot of the ffice of Jeourily.
Basically ths current regulations regerdless of iesuing offlce
jis with the advice and consent of the vffice of Securily.

With the issuence of sueh s hadibook the Office of Segurily
should olearly stete the conditiong requiving the vaer of

document recelpte and courler receipis. Regulabtions do nod
require the use of a log in specific cases for zedret and below
waterial. This declslion fa with the gender resulting in the

save dovument bolng logged st one point and not Jopeed &t ancther,

CoNIUCT STODYES For DETRAMIZ T HO THE FEABIBILITY OF APPLIINC

THE UFBE~PO-LESK TYPE COTWEYOR STSTEH TOr SiQUBITY #RGORIS

DIVISIN, DFPICE F SECURITY, 5N DOCUMENTS oIvISIoN, CFFICE
oF CENTREL BUFERFHCE,

The total =3l nandling system in the Agency tends to break down
between the drop point serviced by the courier and the desk or
person vho agtually doen something with or about the document.
Employess in Orsdes 3 through 12 are snge;ed in moving the mail
from door to Joor, desk to desk. In those offlices where socre-
taries or stemogrephers go to 5 receiving point on & stcheduled
tagis to plcek up mail they in turn are faged with ¢ dietribubion
problem,
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BXHAEIT H 18 a leaflet on & mall moving system ealled Mulbtie
Floe The gearch for equipment to move meil led o zequiring e
film and 8 reuresentative of the ¥rieden Company to present this
ides to[ Jigency employses. fThis system is wnique in that it
can asirect a single piece of paper or entire cesze Iile of any
thickness to & partisulsr desk Ly use of color coded channele
uhich carry mall io either direstion. The basie principle of
the system 18 to even the flow of material to work stetions to
eliminate peaks anu velleys in work processin: cycles, Mail
moves at 2y timew walking speed,

This systen would In ne way oonflict with the cumveyor or
pasunstic tube systems slresdy instelled In the Headquarters
Bullding, Thess systess will not 2id the movement of meterial
from desk Lo desk as the Multi-Flo type eystem ig deci med &o do,

ECIFIC GuURIER BOUTES, SCH..ULING E

15. BETARLISH A VIP CUAIBS HOUTE Fut L HECT SEWVICE BETWE & THE
DEL, DU, EX/UiR, KEPBOTOR (GMEMAL, (BMERSL LABCIL, wufs,

U5/T, DOfP, DIR, GoGUKITY, ik. PERS HEL, BTC.

Individusl courler sePvices .regently in opsrstion provide
direet service to hesds of major components from thsir own
office, Ly-passing other cstablished routes snd schedules,
bxamples of this is the courler servieing the Direetor of
Personnel. This men sarries materiel direct fros the “irsctor
of Perz.nnel to the Exmecutive Registry am opposed to placing the
materisl in the Central Svstam, suriers
assigned Lo the Offlce of Securify contucht gpetial runs twies
daily to deliver msterisl from the Direotor of Security to
sther senlor officiele, Other componants provide fdentleal

-13&
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service on & special hand~garry bssis. Home of these services,
however, provide a continuous link, on & scheduled basis, to
all senlor officlelse. 4lleged reasons for this pe service are
that mail for thess ufficisls menncdt walt and esanncot be ineluded
with other msterial,

An eptsblished courier service to provide a centinucus wosng of
sopmunications Lstween these offielsls would, move COITeBLOLLEI0R,
with less pecple involved, and, become s Bysben upon swnich these
offices could rely for expeditious hendlinge

PONILE CABULINE ABL OIL FiolLITIEE Fo COUMRIER VEBICLES AT TR
HEZUARTEHE OLLL 2

The LifS Central Courter Uervices operates 1£ wehieles which are
driven 0,500 miles weskly., Casoline coneumption exceeds 700

gallons weckly, The Gioles must e driven Yo Jgency servies
e A |for gasoline, some on # datly
TEEIC)

basis. Tobtals

EECy T8 88 gperating from the Headquarters
Building iz estimated

to be 50 in mmber,

Although the locstion of th. is en routs
for a majority of courier tr o The ¢lty, driving soveral
blocks, and the 10 mirute service slop, upsels gscheduled mail

deliveries. Many times through oversight gssoline in vehicles
reaches an excecdingly low point while on & toin o

HYhen this cocurs 2 return o the
Hhils no ineidsnts were resorted or B

1

AU
SECRET
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the highwey with clasrified material, convenlent lsellities would
help develop the habidit of servicing all vehlcles ab the end of
the woriing daye

if%er hours souriers mey obtain & eredit gard frem the Motor Fool
Dgpatohing Uffice loeated in the Hesdguarders Building adjacent
Lo the courier office.

DISCONTINGE THE LOGCIAC FURCTICN I8 THE AL/ CGENTRAL CUUEDLR
FACTLITY.

Only mail received from the Exgcutive Registry and Frinting
Services Division is Jogped in by the RI Central Courier fecility.
Unce received, the initisl sort routes =all to be logged %o the
logeing desk. Albthough thes mall may be transmitted by the coabine
ation log Hecelipt, Courier Fora, the materisl ig logged by hend

in & notebock loge Thie meberisl LI properly sddr.ssed ig deliversd
uvacpened whieh results in the lop entry merely showlsp inforantion
already on the envelope snd courier receipt. locusment title,
mmber, or subjoet aatier is not knoun wnless indicated on the
courier receizt. This logied materisl iz ravely delsyed more
then one Dours.

211 mail moving out of DR from the ﬁaadquam:rs Building is
hand logged to other Agency componspts snd to DO/P componments
located in other taildings, Freparstion of meil to be lopred
out requires two sortings within the RY Heil Center. Condrol
vver subgoing mail iz ewrcissd through 2 systen using & log
bovk, 2 manifest listing in ori:inal and 1 copy, and & double
aourier receipt syetem. L11 outgoln: meil 15 pleced in mail
bags covered by a courier receipt te be trsnemitied to the DU/S
Central Courier System scross the corridor. Exceptions to this
gontrol aystenm sre sensitive documente handled throush other
c¢hennels, dispatches and eables to the field whieh flow through
other chaunnels, =nd, Agenty Hecords Uenter Zervise Reguests which
are pleked up by Hecords Conter Couriers io expedite service to
custonern.

Three prople are sngagsd full time with the out logein: systom,
fatistics for & 5 week period ghow ameterisl logped ocut in s

This point of logging is removed from the point of dispatch of the
document, allowing the document to pass through several hands
before the cohtrol is applied. Application of such controls at

a.1)..
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pointe of receiplt and dispatch would relieve the couriler system
of @ someshot unrelated turden, Control exergised at the agbion
desk could e more Boledtive az to itens ruelly necding conirols.
in addition %o peraititling mail to flow more ovenly the cuntrol
buprden is disysreed.

20,

Z1.

THAT THE OFFICE OF B-OURITY COOPERLTE “ITH 30F. M0BTERS G, TO
PROVIUE & M 38 SUTTABLE S:F: IN OOURIEH VERIOIES FOR PHUTECTION
OF CLAESIFIED AAIL.

In respones te the Inspector Coneralls proposal, 3 PC/S Centrsl
Courder yehicles were eoquipped with fleld safer for e route
storage of claseified material, In pragtice the arronyement is
most wngatislactory due to the locetion and cosition of the sale,
The intent of the propomsl was to provide protection of mesil on
out of town trips, whun & courler travele alomey ory in event of
an secident,

Threswway conbinetion lock mafes were placed in teunkts of three
vehicles facing the rear. 7o galn entry reguires first opening
the trunk compertment then working the safe sombinstion. 48 @
genarsl fecling couriexr personnel look upon the arrangenent as a
puisance. & cunversation with a ropresentstive of Safe Yasters
Inge rasulted o sequiring the informatlion thet they heve done
soml work of this nature for the White House znd the Joint (hiefm.

" Accesc to such a storage unit while remaining in the wehiole i

desirable to aveid attracting sttention. A proposal that the
container be desined $o roceive mall like & bsnk repository was
made to & representstive of the Wlice of Sesurity.

PHOVIDE THE CWRIER SYSTRM WITH SiTABLE MATL TRANGPIHPIAG BIUIPMANT,
The mestion of pequiring meil carte to be coversd Ly meens of a
sunvag or 1id snd hinge srrangement wer inibislly valsed by an
Office of Seeurity reprosentative, This gquestion has not been
reeclveds At any rate the use of the tuilding conveyor system

will eurtall the need snd use of the large aluminus mail trucks

wllom

Approved For Release 2005@EﬁmA-RDP7o-0021 1R000800070033-9

25X




Approved For Release 2005/07/1 38%?70-0021 1R000800070033-9

e

used by the 50/8 Centysl Courier System, These trucke are
desimmed primarily for tulk handling snd <o not 3% an internal
delivery syetom begeure of sive. '

DB/P couriers use 8 eert of the supor marked desisn which are
sasily controllsd in marrow corridors. These carts Ly use of
iividers ot partitiong pernit sourlers 4o sert-foruvard en route.
installetion of » more sophisticsted courler service throu,hout
the DU/L end DI/S aress wouls allow this szme basic cart to be
ured in a majorily of the service. Better service can be proe
vided to these arese by elimineting bulk ceused by excessive
wrappiog and envelopen snd by dieseminetion of matl to additional
organizational componentes Shus encouraging sn even Ilew.

Litersture of three ¢art desizne by three menufscturers is svallsble
fros the Kecords Hanagement 5%aff. Plons for & suitable cert esn
be develuped once the seourity gqusstion is resolvad,

22, HBIGCE G SHITTLS AUNS BUTWELE THe HEADQUAITEAS MIILOIRG
ARLL Rk 7HG THE R & 3 WL ROGM TO 5 ROUND PRIPS UALLY,

¥

j é‘ Hpil shuttle servics 1s provided | 25X1
and the Headquarters Builiing me{l Toom Ly elzht rownd irips
daily. Bach of thess tripe deliver and pick uwp st both enda,
Six DU/S courier office personnel are sngaged in this servies,
Thig eervice becan with the move of the first ctcupantes to the
Headguarters Building mnd volum: of materisl trangported incressed
and decressed corresponiing to move setivity,

“iile volums of meil to be moved i3 not the sole eriteris for
deternining eourier service nceds, one threewsan teas making §
round trins een hendle the tobel volume now, The quality of
service will remain within ressonable limite ag no msil will be
delsyed more than one howr, Courler teams now have the aquivalent
of two hours per round trip. A five trip schaduls will release

2 courlers and 1 truck driver for sther dutlos,

25X1
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_;2?. UISCIHT R COURIEA ~BE BHOWE A3 "rhiNTING 38KV ICES WUH %O, 1.%
251

Jther courier reates already connect inetown buildings with the
central mail facllity in Langley. From the central facility
additisnel seheduled servige connects the other two printing
facilitieze Tising war 8 factor coupidered wiich resulted in
the establishment of this dirset service. Y¥ith =8 other

~19~
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scheduled deliveries dirsct to the Administration Ballding the
printing needs gan be petier served through an even work {low
remalting from more courier ssrvice. In inmtances such as thiz one
4t sppears that work bebits are conditioned by courler sarvice
recpived. The sntire work cycle eppearz 1o be geared to meel
eortain specific and a limited nusber of courler service stops.

27«
- BERVICES THHOUGH » SUHEWILD CERVICES IYETEA.

THAT COUTINUOUS BFFORTS BT (LB TO PROVILE COMBINED COURIER

Attached as EXHIZIT I sre requiremants placed upon the DL/E Central
Courier Syatem, Bome of these requiressuts sre continuing and &t
specified times, hour or duy, sthors srv on an as needed boasis.
These togethor with one-time speclsl requests, vxeeeding 30 per
day, moke chaos sut of any altespt ot & scheduled service,

It is reco;nized that timelr dispeminstion of priority Intelliigence
matorisl con justify ignoring schedules, adninistrative channels,
oot and minpower. A& review of the reguirements in EXHIIT I
hevever indicates thabl current schedaled service to certain polnts
18 not frequent encugh, does not incluie points vheére service is
nesded, thet Agengy pereonnel sither disregard or sre not awsre of
present service avallsble, and, thet perheaps the combination of
stopp which meke up a schedvle are not the correst aombination,
Thie exhibit is elsc 3 emall somple of the Inter-igency service
given stilch is nol equalled by sny other Federal Apgency Io the arvas
The theory that & certain stop is nsde only when thero lg seterial
o be picksd up or deliversd to that stop cmmees skepiicism about
reliability of service. 2 good efficisnt system services all stops
on the scheduls. This is not poselbls with meny of the Interigancy

@@ {im
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stops serviced Ly CIA couriers Logause of disbanee, tlee, and
irregelar zall sevvice needs. Jome stope however are of enowh
impurtange o be serviesd regerdles: of the wolume or gxistence
of mall. Exmsples are the (fifice of the Vice President, the
Joint Chiefs, the Scerstary of lefense, and the Uirestor of
vefense intelligence Sgenoy. Idnking the Agendy with offices
guch &g these will grovide & service wihich ozn be depended upon,

g Y
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36 . Top Secret Control Card
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hih Abstract File Slip
] " Abstract File Slip
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MULTIeFLO MOVES PAPERS /.
WHERE THEYRE NEEDED | 7 57074

modern business machines do not solve
moving paperwork where it’s needed. ., qu
a B The Friden Multi-Flo Conveyor solyes ’
B# Imagine having a high-speed, personalized
3 work area which would move any number of di

g Multi-Flo does.

‘ B Smoothly, silently, swiftly, Multi-FI
desk, from department to department, e
gentle bends or turns 90° corners, or
or downhill. It handles large or small
ways, at the same time. And it leave:
tips, ready for immediate action.
B With a Friden Multi-Flo syste
remain at their desks and devote .
increasing work output. And sing
uously, at 2% times walking spi
delays and no batches of paper
may be processed almost as so
B Multi-Flo is a modular sys
tailored to your exact needs—
Flexibility of modular construct
In Multi-Flo installations, spac
B With such all-around efficie
system will pay for itself quic
But there are other importan
Multi-Flo provides for import
can’t get lost. And the increase i
makes possible is perhaps most i
B So if moving paperwork is a pre
about how the Friden Multi-Flo

can turn 90° angle can be designed or
adapted to carry
any size document

-
4
* automatic ejection
or automatic stops .
flow can run in

two directions,

simultaneously ail metal

. modufar construction
contemporary design —extremely flexible
fits into any office n application
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at Merrill Lynch, Pierce, Fenner & Smaith

Approvéd For Release 2005/07/13 : CIA-RDP70-00211R000800070033-9

The new Qakland office of Merrill Lynch,
Pierce, Fenner & Smith Inc. is one of nine
of that firm’s branches using the Friden
Multi-Flo system to speed handling of cus-
tomer buy and sell orders. Multi-Flo picks up
the orders to buy or sell and quickly carries
them to the order room for processing. This
enables the representatives to remain at their
desks, yet still maintain written communica-
tion with all departments. Using Mutlti-Flo,
Merrill Lynch, Pierce, Fenner & Smith has

_ been able to speed its processing cycle, to

insure that no orders are lost or otherwise
misplaced, to handle with increased efficiency
a greater volume of orders, and to give better
service to its customers.

at United Avr Lanes

At the United Air Lines reservation office in
San Francisco, thousands of reservation mes-
sages, which come in by phone and by teletype,
are Touted through the Multi-Flo system to in-
sure exceptionally fast processing. Shown here
is the distribution center of the system where
messages originate, terminate, or are relayed to
other destinations for action. Over 20,000 im-
portant reservation items—which include service
advice messages, confirmations, re-confirma-
tions, cancellations, or reservation changes—are
handled in the system each day. Multi-Flo has
enabled United to handle reservations with un-
usual speed and accuracy, thus resulting in the
best possible service—the “extra care”--which
United provides for its customers.

. Channel dividers are flanged and Standard channel heights are 27, 3”,

““belts fit snugly into the guides, 57, and 7”. Notice that the channel

" {eaving no possibility of paper drop- walls are curved so that there is __ment or attention of any kind. Speed
-ping through or catching between _minimum_contact with -paper. This of the belts can be set at any desired
the belts and the channel walls ) reduces frlCthﬂ rate.
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facts...ABOUT MULTI®FLO

B Multi-Flo has all metal modular construction, with frames and other
structural sections precision-welded at the factory. All moving parts are
enclosed, yet readily available for maintenance. ]

B Individual belts may move in one direction for the entire length of the
installation, or they may provide two-way delivery to designated locations.
Speeds may be set at any desired rate. Multi-Flo carries papers uphill and
downhill by means of “sandwich” belts. In some cases, plastic drop chutes
are used for downhill conveyance.

® For maximum wear, belts are made of three-ply neoprene-impregnated
cotton. They are housed in individual continuous tracks. Return portion of
belts is supported by ball-bearing steel idler rollers. Uniform tension is
maintained by continuous-acting, self-adjusting, spring-actuated rollers.

B Multi-Flo has special safeguards for complete protection of each docu-
ment. Papers cannot drop or otherwise go astray.

B Channels are made of polished aluminum with curved surfaces to reduce
friction and static electricity. Multi-Flo is therefore able to carry even very
lightweight papers. Standard channel heights are 2”, 3, 5”, and 7".

® Multi-Flo carries papers in an upright position. This maKkes possible a
highly compact system. Furthermore, the area below the conveyor may be
used for cables or conduits to save even more space. . .

i : ® Various methods of mounting are possible — floor-mounted on legs,
mounted on table-tops or built into cabinets, wall-mounted on brackets,
suspended from ceilings, or any necessary combination of these methods."
® Discharges may be provided for horizontal delivery of paper (in trays,
for example) at any locations. Papers may also be stopped by rubber inserts
placed into the channels. These may be moved to any position at will.

Service

Friden mechanical service is available through nearly 300 Friden offices
throughout the United States. Free service is provided with every Multi-Flo
installation for 90 days, and all materials and workmanship are guaranteed
for one year.

Wherever Multi-Flo has been installed it has effected important savings
in time and money, it has increased the volume and speed of paperwork
processing, and it has enabled the users to give better service to their
customers. Besides ticket reservation offices and brokerage houses,
various types of business have found in Multi-Flo a perfect method for
speedy paperwork delivery. These include banks, insurance companies,
freight transportation companies, newspapers, and many others. You,
too, can enjoy the benefits of a Multi-Flo system. A Friden represent-
ative will be happy to arrange a visit to an-installation near you so that
you can see for yourself this new concept in automation. Call your local
" Friden office now. ’

SaN LEANDROsCALIFORNMIAL ", FRIDEN, INC

[ ] -
PLANTS IN: W. W. AND LULIE DICKSON, Branch Managers
SAN LEANDRO, CALIFORNIA  ROCHESTER, NEW YORK 1724 Wisconsin Avonus, N.W.

LEWISTOWN, PENNSYLVANIA « NIJMEGEN, HOLLAND W, sh'n%+0n7 D.C. «_ Phone FEderal 8-5700
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